SOFIA NAZ 


ADDRESS: FLAT NO. 3034, 3” FLOOR AL MINAL TOWER, MUNWER CHOWRANGI, GULISTAN- 
E-JOHAR, BLOCK-3&, KARACHI. 
IAIL: SOFIANAZ 825@YAHOO.COM 


CAREER OBJECTIVE 


To have challenging and career oriented environment to improve and strengthen my skills and support 
my organizational goals in accordance of my qualification. 


ACADEMIC QUALIFICATION 


Masters in Business Administration (Finance) G.P.A 3.67 
Bachelor in Computer Science G.P.A 3.61 
Intermediate A-Grade with 72% 
Matriculation A-Grade with 78% 


CORE COMPETENCIES 

v Interpersonal Skills v Hard working v Leadership 
v Negotiation Skills v Target Oriented y Team-Player 
y Self-Motivated 


PROFESSIONAL EXPERIENCES 


SINDH INFECTIOUS DISEASES HOSPITAL & RESEARCH CENTRE 
(DOW UNIVERSITY OF HEALTH SCIENCES) 


Manager Finance & Accounts 
From Jun-2020 till now 


v Budget preparation & allocation of funds according to estimations. 
Review & verify financial records. 


Compliance of Abstract & Contingency bill. 


Ensures that all financial Activities should take place according to Accounting Standards. 


v 
v 
v Verification of expenditures according to budgeting controls. 
v 
v 


Verification of Expenditure in ERP system. 


SMBB TRAUMA CENTRE 
Assistant Manager Finance & Accounts 
From Feb-2019 to April-2020 \ 
v Budget preparation & allocation of fund according to estimations. 
v Attend board meetings, finalize & finalize agendas of Finance to board. 
Vv Review & verify financial records. 
Y Draft standard operating procedures (SOP) of finance department along with their flow 


diagrams. 


Coordinate with banks. 

Processing payroll & verification of payroll. 

Verification of Abstract & Contingency bill. 

Reconciliation of various accounts including banks & other accounts head. 


Verification of expenditures according to budgeting controls. 


AL-MADINA FLOUR MILLS 

Finance Manager & Taxation Officer 

From Jun-2010 to October-2017 
Finalization of monthly & annual accounts. 
Managing the Accounts of Six (06) units. 
Adept at reviewing accounting records and other financial reports to assess accuracy, 
completeness, and conformance with company policies and applicable reporting standards. 
Coordinate with banks, auditors, clients, suppliers, and all third parties dealing with the company. 
Preparation of the individual, partnership and corporate income tax returns under the supervision of 
Tax consultant including e-filing of individual tax payer. 
Set up dynamic work environment to high lighten employee potential, productivity and retention. 
Direct and coordinate organization's financial and budget activities to fund operations, maximize 
investments, and increase efficiency. 
Ensures that all financial Activities should take place according to Accounting Standards. 
Participation in management meetings, facilitating management in different decisions. 
Getting control accounts reconciled and sorting out the discrepancies 
Checking/verification of all kind of vouchers for reasonableness and accuracy, ensuring 


compliance with policy, regulatory, and other requirements. 


v Supervised back office operations including management of staff. 


FATEH TEXTILE MILLS LTD. 
Accounts & Finance Officer 
From April-2004 to Jun-2010 
Preparing Income statement on monthly basis for Management 
Monthly reports concerning purchases, sales, inventory and manufacturing cost 
Prepare cost report & provide budget to management on the basis of historical evaluation for 
proper and effective control of business activities. 
Responsible for monthly billing totaling about 70m. Produced aging schedule on monthly 


basis, open invoices, sales and revenue recognition reports. 


Supervising a team of individuals, monitoring & coordination & lead in different activities. 
Maintain ledger of different parties along with party payable. 

Maintain cash book, bank reconciliation statement with ledgers. 

Act as facilitator for Internal & External Auditor. 


Coordination in banking affairs for smooth financial transactions. 


INTERNSHIP 


04 weeks internship in Muslim Commercial Bank 
In General Banking explore Remittance, Cash & Accounts departments. 


PROJECT 
v Project Report on Fateh Textile Mills Ltd in various departments. 


COMPUTER SKILLS 


Languages: C, C++, Visual Basics, SQL Data Base 

Ms Office: Word Processing, Spread sheet, Outlook Express. 

Internet Browsing. 

Working experience of different software As 400, Crystal, Fox Pro, Oracle and Peach Tree. 


English Language Course 


Y  6-month English Language Course from Mass Education Institute. 
v Having good communication skills & wide experience of correspondence & report writing. 


Certification 
v Certification of SPPRA 


v Attend Fire & safety meeting. 
v Certification in Commerce. 


Personal Information 


Husband Name : Kashif Memon 
Date of Birth : November 12, 1980 
NIC No. : 41304-2247209-2 
Mobile No : 0333-9017717 


